Departnment of the Arny FRMO 37-104-96
First Regi on (ROTC) 10 Novenber 2000
United States Arny Cadet Conmand

Fort Bragg, North Carolina 28310-5000

Fi nanci al Adm ni stration

I N AND OUT- PROCESSI NG PROCEDURES

FOR THE COMVANDER:

KERRY/R. PARKER
COL, AD
Chief of Staff

PROPONENT: The proponent of this publication is Personnel and
Adm ni stration Division, Headquarters, First Region (ROTC), US
Arnmy Cadet Command. Coments should be sent directly to
Headquarters, First Region (ROTC), US Arny Cadet Command,

ATTN. ATOA-PA, Fort Bragg, North Carolina 28310-5000.

SUPERSESSI ON:  This is a new publication.

DI STRIBUTION:. A; D; S
Di stribution codes used are explained in FRMO 25-1.

This docunent is available on the I NTERNET at:
www. rotcl. bragg. arnmy. m |

1. Purpose. This MO provides in and out-processing
procedures for use within First Region (ROTC), US Arny Cadet
Command.

2. Applicability. This directive is applicable to all
sol diers assigned to First Region (ROTC)brigades or
battalions.

3. Objective. To provide standardi zed procedures for in and
out - processi ng of service nenbers at brigades and battalions
within this region.



FRVMOI 37-104-96
10 Novenber 2000

4. Responsibilities. Brigade and battalion adni nistrative
personnel will follow the procedures outlined in this
publication for in and out-processing mlitary personnel.

5. Pr ocedur es.

a. In-processing and out-processing tineliness are

i nportant. Strength reporting, official mail, LESs, and
pronmoti on board informati on are di ssem nated through units of
assi gnnent and BAH i s based upon the duty |ocation. Finance
wll stop a service nenber's (SM pay if the soldier out-
processes fromone | ocation and does not in-process at another
| ocation within five nonths. Failure to out-process directly
i npacts our personnel strength; it prevents the requisition of

anot her soldier for another school. Additionally, failure to
out - process will slow down in-processing into the SM s next
unit.

b. Wthin twenty four hours of arrival at the unit FAX a
copy of the soldier's PCS orders to the First Region (ROTC)
ATTN. ATOA-PAMS with the following information witten at
the top of the orders: date of arrival, PMOS or branch, date
of rank, and current ETS date (enlisted). Fax nunber is (910)
396- 7997.

c. SMs will conplete the follow ng in-processing steps
within ten days of their arrival to the unit.

(1) Notify brigade adni nistrative personnel of
arrival .

(2) Conplete finance in-processing packet and mail to
First Region (ROTC), ATTN. ATOA-PAMF (see FRMO 37-104-97).

(3) Ml 201 file to First Region (ROTC) ATTN:
ATOA- PAMS. Ensure the foll owi ng docunents are included:
SM s | atest evaluation report, security clearance, ORB or ERB,
and updated DD Form 93 and SGLI. Mailing address is First
Regi on (ROTC) ATTN: ATOA- PAMS, Fort Bragg, North Carolina
28310- 5000.
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5. SM keeps nedical and dental records in their
possessi on.

6. Conpl ete individual brigade or battalion in-
processi ng procedures.

c. SMs nust execute the following to out-process from
their unit.

(1) Normally, PERSCOM wi |l notify SMs of an inpending
PCS with an RFO or PERSGRAM I n addition, First Region (ROTC)
Mlitary Personnel Branch will provide a foll ow up
notification along with a PCS packet for conpletion. Upon
recei pt of RFO or LEVY notification, conplete PCS orders
packet within eight days of receipt; include DA Form 31 if
t aki ng nore than 30 days of |eave or arriving nore than 20

days early. |If you do not receive a PCS orders packet,
contact First Region (ROTC), MIlitary Personnel Branch. The
Reassi gnnments Section on Fort Bragg PSB will not cut PCS
orders until they receive all applicable docunents fromthe
PCS orders packet. Once the section receives all the

docunents, their goal is to process the orders in 30 days.

(2) Receive PCS orders from First Region (ROTC)
Mlitary Personnel Branch.

(3) Obtain |eave control nunmber from First Region
(ROTC) Leave C erk.

(4) Apply for advance DLA, advance travel, and/or
advance pay if desired (see FRVO 37-104-97).

(5) Receive 201 file within two weeks of departure
fromFirst Region (ROTC) MIlitary Personnel Branch.

(6) Receive copy of change of rater eval uation
report, finalized with initials fromthe Fort Bragg PSB.
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(7) Conplete individual brigade or battalion out-
processi ng procedures.

(8) Wthin 24 hours of departure, fax a copy of the
SM s PCS orders and a copy of the DA Form 31 with bl ock #14
conplete to First Region (ROTC) ATTN:. ATOA- PAM S.

(9) Notify brigade adm nistrative personnel of
departure.



